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Printing Class Lists 
This document provides instructions on creating class rosters for teachers within the school. 

 

Navigation: Start Page > Reports > System Reports > Student Listings > Class 

Roster (PDF) 

  

1. From the Reports section on the Main Menu, click System Reports. 

 

 

 

2. Navigate to System > Student Listings section and click Class Rosters (PDF). 
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3. Select the appropriate criteria for printing: 

 

a. Print rosters for = select desired teacher(s) 

b. Meeting(s) =  select desired expression 

c. Include students who = select desired radio button for appropriate 

enrollment information 

d. Heading font = select style of lettering 

e. Size, line height, style = set desired criteria for Heading information 

f. Print heading on = allows you to determine where and when to print 

heading 

g. Heading Text (Fields) = used to select information to print on heading  

(This is done by selecting data fields and data tags.) 

h. Column title font = select style of lettering 

i. Size, line height, style = set desired criteria for Column information 

j. Print column titles on = determine when column titles will be printed 

k. Roster Font = select style of lettering for information inside columns 

l. Size, line height, style = set desired criteria for roster information 

m. Roster Columns (Fields) = used to select information to be printed on 

heading (This is done by selecting data fields and data tags.) 

Note:   Remainder of the information is printing options and should be determined by each 

user. 
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4. After entering desired criteria, click Submit.  
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To view and print the Class Rosters, go to the Report Queue. 

 

 

 

 

Sample report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This document is the property of the NCDPI and may not be copied in whole or in part 
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